12 Februsry 1934
OFFICE OF PERSONNEL MEMORANDUM NO.10 -5¢
SUBJECT ¢ Civil Service R@tiz?@mmt

REFERENCES: Agency Regulavions on Civil Sexvice Retirement and
Chapter R-5, Federsl Persomnsl Manual

RESCISSION: Personnel Direector MHemorandum 46-52 ‘
Designation of Beneficlary, Standard Form No, 2808

1. This memorandua @s*@a’alishes the procedures to be followed
within the Office of Persounel in administering the Civil Service
Retiremsnt program as prescribed in Agemey Regulations.

2o Retirement Infoimation

a, Retirement imformation, advieo and counseling will bs
provided by the Feployee Serviees Division. For this puwipsse,
Atbachnent 1 will be uged when appropriate as an informaticnal

handout to interested individuals, including personnel or r@sig@ees
net ab headguarters.

b. Tho Cowmessling Branch, mmloyeo Services Division, has
genaral responsibility for @andu@ting rebivement interviews, ap-
prising employees who leave the Agency of their retirement stabus
and angwering olher specifie inquiries. The Insurance and Claims

mﬁ_orﬁonc;cuss_s_

g s Branch, ESD, will pmﬁd@ negogasary technical asulatcmce to the
g @ o Counseling Braneh.
(o] . . : .
Q S = e. Counseling Branch will diseuss in retirement inbterviews,
. ll- E pre=exit interviews and when otheswise mqmessted the following
OREOC factors as applicable to imdividual cases:
& W UE
QE g‘ (1) migibility for rebirement
: |U J‘\ (2) Length of civilian and military serviece
J ' .
Skl g (3) Greditability of servica
BOcakE . . : :
2 aa g § : () Types of amwiiy available
1 ﬁ%ﬁ : {5) sSurviver bLenefits
P 10
: a > 5 . (6) Advantages of making volunbary contributiomns,
¢ \Q%g deposits and vedeposits
| 1o8
Jo2 by on o .
o} 552 a (7) Estimated amount of the employee's amnuity or
Zog G refund '
QB%:E

SBeRsT-~ fg(ﬂ}!ﬂw@m\ i
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{(8) Proced

do Whenever prasticable, the Coumseling Bramch will tyonsmit
o individnals resleping ocutside of Washinghon, D Ce, information
concerning thelyr retirement rights, privileges, ard bsnefits and
will provide the nsesssary application forms. Such individusls -
will be instructed to send applications te the 0ffice of Perscnnsl,
2h30 E Streety Wo Wo, Washingben 25, D. C., for processing and tronge
%m@l 20 the Civil Service Commisslon (See Attachments 1, 2, 3 and

[+

@ The Cowtseling Branch will review individvsl caszes of ,
prolonged absence for reagons of 11l health to considsr the employse’s
possible eligibllivy for disebility retirement. In eppropriste casss,
‘the Counssling Branch will edvise the employee of his aspparcat eligle
bdlity amd of the procedursl reguirements for moking application (Sse
ﬁ%‘@a@hﬁﬁeﬂ% 2}@ _ '

3, Advence Notice of Age Retircmend

we for making application

2. The Transacticns and Reeoxds Branch, Processing and Records
Division, will verify ths serviece of each cuployse epprosching memdes
tory age rotiremcnt. Verificatiom will be obtained from the €iwil
Sexvise Cemnission not less than enc yesr but not mere then twoe yeors
in edvanse, For this purpese, the Transactions avd Records Branch,,
PRD, will arrange with the Correspondence Bransh, PRD, to prepare s
approprlate letter for sigrature end travismitial ¢o the Givil Sorvwies
Cormigsion by the Deputy Agsistant Dirsctor for Personmel. Following
resoipt of tho verifieation, the Trensastions and Rezords Branch will
roseid the informtion ca the employssts Servies Résord Card (SP 7)
and plage the originel ef the Cexmissiom?s leotter in the employes's
0£fisdnl. Personnsl Foldere ' .

Bo  Advence motico of mundatory age reobtirement will be given
en emloyee approxizately three months in advanss of the dats of
his esparaticay 4% mush be reseived by the employes at least 60 days
in advanzs. WOREAS PriOr ©o she due date of ths cuployeel’s
scpevetion, ths Transastions and Records Braneh will notify tho
Counseling Branch that the employsots mandstory sge retiremcat hag
boen verified and spoeily the ssparation dats. The Coumscling Beanch
will arrenge for the Correspondsnce Bronsh to prepare a suitable
. memorandum of advonce noties. This memozendum will be prepared for
the signoture of the DAD/P aad will state the proposed effactive dote
of meparation and eltation of section 2(r) of the Redirowsnt Ach og
authority for the retiremont. _

bo Proceosing of Applisntiens for Rebizemsnt end Doath Benefits
8. Applieations for Robivement
@ 2 =
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The Insurance and Claims Branch will review each Applica-
tion for Retirement, Stanmdard Form 280L, to insure that the foma
is properly execubed and to determime if the data reported by the
employee, such as the approximate years of service, tiltle of posie
tiom, ebe., agrees with officlal docurentation im the employee’s
Official Personmsl Folder- It will comtact the employes fop any
‘Gupporting papers neecded or {or clapification of conflicting fn-
formation,

(1) Items 6, 7 and & will ke £illed oudt as follows:

(2) Item 6 = "CIA" will be stated as the place
of cmploymeat; subordimate wnits will not be ghowm.

(b) Item 7 = "Washimgton, D. G." will be listcd
ag the place of ewpleyment .

(e) Item 8 - A gemorsl. pogition title may Loz
uged if it i met an organisaticmal titie or otherviss
pocullar to the Ageney. (4 gemoral civil scrvies title
s acceptable. )

(2) In any case in which the creditabiliiy op length of
gervies of the waployec is not emmelusive, the Iisvrance and
Claime Bramzh will refer the qusstien Co the Transaehliors end
Resords Branch for determimatien, Whem nscoosery, and seowrity
censidorations porait, the Transsetiome and Rocords Bu RN
arrange with the Corrcspondence Brameh Lor the prepsration ¢
a letber, for signature of the DAD/P, requesding werifizabisu
of the individualls elaimed service by the Givil Sorvice (sm-
miesion or obher authentie sour:e.

(3) ZIf the eppiiecztion is for digabllity redirement, tne
Insurance and Clalms Bramch will secuvrs Ghe sequirzed suppork-
ing docuizats from the Medleal Jfice and the ormrnizaticmal
it comeeracd (See Atbachments 4 and 8). The Insurancs end
Cladms Bramch will request that the dwscripbion of the dis-
ability be phrased im general Gewme 1Y such disabllity was
Incurred im ldme of duty and is cuo to classified operstiors.
e injury ohould be deserilbod im a mapmor Shat will peradt
tha form to be unelassificd.

b. Applications for Doath Benefits

When an employos dies, the Gounseling Branch will ruviey
hig £ile to deotermmine whothor this record imdicates o surriver op
Segofielary who may be eligible for death bemzfits. Whem applicabloe,
the Counseling Bramch will forward Shanderd Form 2800, Applisatien.

>

for Death Bemefits, to the surviver coencerned and fmform hilm of dhe
2
= 5 o

SECIES
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proeedural requiraments ifivolved im wmaking am epplleatlcs, inelvuing
the submission of & esrtified copy of the death eextificato {Sce
Attachmant 2). SCIA® w13 be stated as the place of @m cim:s:gm
capleyiont, and "Waghingten, Do C." ag the lecation, The hwﬁmu
shoeuld gpeelfy that the fors 1s to bo retummed 4o Sho Crfice Q“ PoR
gomnal, 2430 B Stised, Ke We, Woshington 25, Do Cop inotesd ¢

Civid, Service Cowmigsion. @W@l@‘md opplizations for dapth Lo

wail b prosessed by ¢he Ilnsurence and Jlaies DBransie

@o  Fimil Foecesging of Applicaivicns for Retirement snd
heanelits

The Inguronce and Cloims Beonsh will
spoednd proceduro op decumsntaticn is requirsd
@waﬂ;ﬂg of Straderd Form 2800, Applicetlion fop ard
Stapdard mma 280%., Application for Retiremsut, ﬁhmuoh ti”a R
mond Divislong (‘l,m Service Commisgion. Standerd Ferm 2808,
Fidual Rot Mmama Recoxrd, and Standard Form 2807, Register of
Separations and Transforg, &m ko obisined i’m"z the Conpbrolics
Zor obtophment vo the &ppgﬁ.@ len lovoived. COComplsted oppl ﬂ,m;" Lens
il ba forwarded te the zzm/@ for simnture, expept o8 provided
fn (1) bolww, zxé for transmibiol to the Oiwll Servics Comwlusic
dn olbher an CUVOKY OF & SELUrs mamney; &8 the clivursinne

(i) I€ sooupity C@%aé’ﬁﬁ”Aﬁ“& prosisdr oignstors of
opplienticn for roblrement or caxth bmuelits by the DATYY,
L“mﬂtwm ond - Glodng Braneh will ohtain the signsinss oV In

opozopeiate esrvifylng offiscr in the G8Qlce of the Complenitay

(2) When coowrdty congldoratiens o
?J%Wl Tg;o and earxiod to cleaxtd percownal
Bisd, precisslag.
Doolznntlien of Bapalfy:
Qe Pasignnticy of Eantrars
ro Franoaeticns cnd Resdsds Bronsl o
O aodnter of tho erdow of preseinmzo ¢ovimnd by
£y et vl o aneuls Stwwadasd Fora 28@**» :@lf/‘i
\ @&?@1‘3*“}. sD if he degiros o o
\l 50@ (f)waa

ﬁ igﬁ' ‘:n“‘)@@

{2

7 G % of o p
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(2) During an employee’?s processing for overseas assign-
ment, the Central Processing Brunch, PRD, will advise him of his
right to designate a beneficiary. Interested employees will
be referred to the Transactiona and Records Branch. The em=
ployee will be advised against taking his personal copy of the
designation form overseas.

¢, Designation at Separation
Fach employee in the Washimgton area who applies for im-
mediate or deferred retisment annuilty when he leaves the Agency
will be advised by the Counseling Branch of his right to designat
a beneficiary out of order of precedence. Interested individuals
will be referred to the Transactioms and Records Branch.

d. Processing of Standard Form 2808, Designation of
Beneficlary

(1) The Chlef of the Transactions and Records Franch
is responsiblo for verifying that the form ls signed; wil-
nessed, dated and otherwlss prepared im accordance with Clvil
Service Commigsion requirements, exeept thad Item 4 ca the
form will bo left blank.

{(2) Both coplos of Shamdard Form 2808, Designatich of
Benoficiary, will bo tranemdtbod to tho office of tho Assis-
tant Director for Porgommel for stamping the offiszial dalte

and timo of reeciph o both coples. The forme will b re=
turned to the Transactions and Records Branch.

(3) The Transaetions and Records Branch will de%ach
the duplicabe eopy of the form and forward it througn admine
istrative channels to the designator for his personal. record,
The original of Hie form will be forrardzd o the Fiesal ox
Fimance Division, as appropriate, by en origimal and enc copy
of a trangmitital memorandum,. The momsrandum will reousst tha
Division comcerned to aclnowledge recolpt of the fora cn thv
copy of the memorandum and to return this copy %o the Trans=
2etiong and Records Branch for £iling im bthe cuploveels Offiszial
| Personmel Folder., The Teansactions and Records Branch wiil
| maintain a third eopy of the transuitbtal memsrendwmn in suce
i pense wnbil the Fiscel or Finamce Divislon comccrned rebuwrns
, the acknowlecdged copy, wasrevpon bthe Trensagbleorns ewl Regords
Braneh wlll destroy the suspense ccpy of the wmemsiamiuvi.
(&) Too Fiseal or Finance Division, as eppropricte, will
rebtain the ovlginal copy of the foxm wibil the individual
concerned leavas the Agency. Upon separation of the swpicyss,

M
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the most recent form prepared by the -employee will be attachod
to Standard Form 2806, Individual Retirement Record, and

_ Standard Form 2807, Register of Separations and Transfers, for
transmittal to the Civil Serviee Commission.

Applications for Purchase of Service (redit

a., Regular Procedure

ard Foru 2803 (or Standard Form 1u3), Application foy I
of Service Credit, for assistance and procossing.

. (2) vhencver pogsible, the Imsvrancs and Clalims

will execube Schedulss 1 and 2 of the ferm on the basis

the imfornstion available from the employes's Officlal

gonnel, Folder.

sden the form ap ovidemeo that the statements in Schedvle:

3 and & eve based vpon official records of the fAgency and

will forvazd the form %o the Retivemen® Divisien, Civll fov

vice Comrdission. )

4y If applieable, the Insvrenes and Glaims Branch t

coopdinats with the office of the Assistant Director for
Popsormed, any security questicns invelved in processing such
spplications,

b. Spselel Procedurs

@ offics of the Assistant Director Lfor Personnel
13cations for purchase of cesvice credit throwzh
m B Civil Servicc Commission whem special proess

1od on security groviadg. ’

7. Voluvmbary Conbribubions

Tf the officc comcsrnsd inberposes no gesurity objoction
cmployee ray walo volunbary comtribubions to the Retiremsnt ¥
surnitting ddrcetly vo the Civil Service Commiesion SBEIRT S
220h, Klechion bo Meke Volumbary Combributions {Seqg
be ang 7L). If thls proccdure is comsldored by the OTTTTT TOLCENTS
to ba vasviteble fovr gecurity reesoms, bhs appiivation will ne fou
wardad to the office of the Assistant Dirvschor for Personmel £
secure nandling.

#. Proecessing Appllcabions for Hefunds

a2, Reguwleay Frocedurs

SELERS
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1igible for a refund, as indicated in
Amay make application when he igs
absolutely sepzrzoow zrum the Fedoral sorvice by axscuting
Standard Form 28023 (@r’ Stendard Form 102), Application for
Refund of Rstiroment Dsductions. If the employse plans to zo-
cater goversment service at some future davo, he shovld bo Ine
Lormed of the nesszeity for paying back the deductions plus
aserusd interast im ordar to receive retirswend eredii for tho
poaried of gervice soverad by the refumd.

(2) %o Counseling Pranch will cssist interested ind
duals in proporing Standard Fowm 2802, Applienticn fer §
@ Retircment Deductioms, ab the tmo of the exit “.i.nfwl’"?ii." '
@\(Q%ul@md formg will be formmprded %o the Poyrell Brangh of tho
Loeal or Fimsnee Divislen, as epproprisbe, for Lined psosconing
fwm eransdbtal te the Civil Sexvien Ceammicsion.

(3) tHhen g;m@‘?imbleg the Counseling Branch may eImwmil-
ert with on enlaoyse seulgning outslde of Wanshinglom, L. ¢-.
erzeorniog his @ aligibility for e refund and "chc B m;’::::u;u;: e
ba £o l’bmd @W Atsasbronty 3 end 6)e The anplog
Imobreshod o gensld the applicaticn fowss %;@ uu,‘e C‘:‘“ o3
Pozgomendy 2& 0 B Stveet, No W, Washingtsn 2_'% D
of o “ho Givil Servise Comdgsion. Upom roseiph of ths
eabloa, bho C@m%lmg Braneh wdll forwvard 1t o the app
Puff?ﬁ\@lﬁ Breanch Lo@ fdnal proscsging and Srancmlittel to LL
e deolon,

B, 8Spoelel Proscdurs

A opeeisd preccdeso mey bo vazd Jer refund of ¥

Erdnntions dirookly by the Agensy vaen dloclesure of the
IL@;:F“»":’ coansebilon wovld c:.uzei@ilga seourlty regulzements.
ptoxest is poid wnder thin nizcedurs. I ceserdoves with ths oo
% Batmen Hhe Z‘gvzwr > Giwid wﬁi@‘, Coarl.ocion, > ‘UM
o ueed sprsiaalye - ALL resuoots n'@:vs @Q*MM‘ SR |
2o Bho ﬂ«"’*f im0 ef ¢he fv\u‘,ﬁl.xb%‘.
?TPJA\ S “U'

3

T BOmTyS

15 boing given 5 the ro-cwpl f~>;;':raam ef 8
14

%30 TAAT Ym reforred o the offlve of
Pernawisl for appreveds

a8 Porfoixsd by Cewnpt:

DYATEoRG Dadugd
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| CONFIDENTIA

transferring the total amount of retirement deductions from the
CIA appropriation to the retirement fund in the U.S. Treasury.
At the end of each momth, the Fimence Division prepares a chaek,
payable to the Treasurer of the United States, for the achuval
amount of retirement deductions taken from selaries paild from
unvouchered funds during Lhe perlod and forwards the check to
the U.S. Treasury through the Fiscel Divisien.

b. Processing Individuval Retirement Records

- (1) Vhen an individual enters on duty, the Traneactions
and Records Branech initlates Stamdard Form 2806, Individual
Retirement Recowrd, and forwards it to the Fiseal or Finanes
Divielon, as appropriate. The Divioion concerned mainteins a
record of rebircment deductioms teaken during the individual's
employment im the Agency. When an ecmployce transfcrs bobwao:
vovchorad and unvouchsred funds, his Standard Form 2805,
Individval Retivement Rscord, is alsgo transferyod.

(2) Vhon an eaployes separates from tho Ageney, the
Fisecal Division tranewibs Strndard Ferm 2805 > ndividual Rs..

- tigoment Rocerd, and Sbandard Form 2807, Register cz; Sepa-
vations and Transfers, vo the Civil Servieo Commlesion cxsap:
whem the Oi’fﬁ;@o of Poresoancl obtains those Toyms fcw brans=
pitial with & rebivement spplieation. Fivanco Divislon Z’@z,n 2030
Standard Form 2806%s for employess pald Trom uaveuchersd funds
to the Commisslon throuvgh tho Fiscal Division.

6. Direch Refund of Deductions

Whenever vnususl clrcunstances regquire that an individuel’s
cuployment in this Agemcy ot be wevealed, oven aftesr he io sepun=
raved or btransferred, the Asslgtant Director for Povsvnmel may &pp:z*@ve
a refund of the amsunt of his rebtircment deductiounz. The Flnawcs
Division will pay the individual a lwmp-sutm equal to the cw.yc»_w %
deductions orfginally taken out. The coployse's Jorm 2006, Indi=
vidual Retirement Record, is removed from the file, and ne m&se&w
accowmbling chenges sre made im the rebliremsnd wresovds in ordar tha
tiae individwalis ecumployment will med ba wreuvorted to vhe Ciwil Ser mm“ ele]

Commlssion,
25X1
(¢ (RORGEF. MELOON
Degpisty Asatdeant Direetor
for Porssnnel,
Abbachnentes

-’38 N

e RN pron R Y
! E\Mﬁ(:'m‘““

. by
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RETIREMENT HEN<FITS AT SEPARATION

New that you are leavimg or ere plaoning to leawvs the Federal servico
you will have on interest in your rebirsment withheldingg, Upom yove cepoe
ratior you will be eligible for an amnulty or a refund depending upon youw
particular retirercnt gtatus.

Ao  Ellgibility for en Anauily or Refund

L& you heve loss then £Av0 yeers® civilisn Fedszol convice oo
‘able wdop elvil service retirsusnd, you are entitled erly wo o vz
of the Jdedusticus walch were withhald from your base salowy plus
Intorosbe (Dodvstions withhold prior te 3L Doocabor 19L7 orered
Intorest aben amvel rote of I perecwey thorealfsy, the ma% g 3
porsonte) Tew may lceve the monay in the ¢ivil servics robiremas
Swed AT you plem $o reoembor tho Fodsral service, bub no inbzvogd LiLS
cesire during the peried of your soparabica.

ZE you have more than £ive but less han 20 yesrs of erediisll
Podoral, gorvies, you hove the optlen of tuking a refund or of v
n ampelty upon geosking ago 62, Even though you may ool :
oy an omavdby Jrmeddotely wpsa soparation, yeu moy leove ho mensy
dn your osseriat, ond 4% will continw o accres interest fnr Sus
BUspoce of an munwity wabll you do bssems oligible.

Ca tho obbor hand, 1€ your croditoble corvics Lotals Treaty o
Joors, you oxe wo lenger eligible for o refimd wnleso yeun calsy
& posdilen subjcel to amother Fodoral sobissment syotone You sxo
cabliled to an apawdty ab the wlws you becomn eligible for rebivemay
Ltarost en your rotirvement cccownd scerveg tobil the ammlity breomog
offcativee

o
w8

(4]

Hagthor er nob you cse oligible for webisenszis alb goparasien
@pcado vpon obhor fagtors then the sindin soguiransnt of £ive yeura
9dvilion sorvies, In brilef, Koy wetlro vadop anfy of the felleuiag
Glramstanesog ~

Lo AL amy ogp If you are totally dlsablod for usofvl nud offl.
edenb corvice in your peoibiom, or a comparnblo pesitlion, and yov hava
o roguired mindrrn of £4ve yeasol crsditable clvilisw BOFTAERR

2o Bolwwon agoo 55 and 62 4L you havo 30 or more yoars® eshdies
oble sesvige, but you are svbjcsd o o porsentage saducticn of Wk cf
% I Yho azsent of vewr conully for esch full mombh yeu ore wedop £9

ol the wlus of yowm rebiscrmaby
Jo A% amo 2 er oftorvords with $ive op moss Toasn? ERF VAR

bo A% oy cge with 88 op moro yearo? sarviso AS spon ¢
torlly coparated wt for ecovse. Hewoinw, yers cmadly wAIF,

4
3 .
LR
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A/l of 2 for cach full menth you are under ags 60 ot the tims of
your retiremsnt. '

If you ars eligible for retirement at the tims of your seps-
vation, you may apply by emseuvting Standerd Form 2801, Application
for Retivomsnt, and forwarding it to the Office of Personnel for
final precessing end transmitial to the Civil Scrvice Commiszicn.

B, Creditable Servico

For retiremsnt purposes, you may recoive credit for mwost civilian
Foderal ecmploymant. Rowever, in order %o receive Sl crodit for
porleds of eivilion sexvice when dsductiops were not withheld, esmsspt
perieds of Foderal civilism servies performed bafore August 1920, 1%
w1l be nzoessary for you o make a deposit covering the wmound of
dedustions thab wovld have besn withheld plus acerved intsreshe I
yor do ot make a depesit, the peried is still cowmded towerd AEEE
gote Lenglh of service, bub your omwmity 1o reduced by one tenth of
the arowmt of the deposit that would be reguivred, Oa the other hand,
W you hove recelved e refund covering may previous peried of Fodsrsl
BeYVicE, that amount, insluding the imterest, smst bs pald hack iato
Yoo retirement fond befors such servico will be counted towerd an
ampudly, Yew may apply for a deposit or xadsposit by submitding
Stomdard Form 2003 (or 103), Application for Service Crodid, to Who
OLfiee of Persemnsl bafore your meparation or to the Civil Service
Cermioplen altor your soparation but prior to the officilsl doterc
rantdon of your anauliy.

You may alse cowmt perieds of wilitery sorvice toward civil
sesrvice setircmant AL you have the mindrum five yenva? civilianm
service and do not eyadit the wilitory sorvice for nilitary retinee
b pay. I you vese vounded in cosbad o 4L the ssyvice wop
asquired dn & yoserve stabug, you con even opply, wader ceriain
cixrcwEstancses, perleds of military sorvice towards both a elvil
pervice aruity and militsry retirement payo Morgover, jou resolve
2L eredlt for military servwice applied toward civil service rabirss
wont wilheut nidog a dapesibe

Cr Vellvaiory Contributiens

Yoo may obbaln o lurger amvity bewalits by muldng veluntasy
conbrlibutions to the retivement fund befors separation oy aftsw
guparation, wtil 'he date of adjudicalien of your appliecaticn fow
robivenant. Centributices may be mado in emsuabs of $25, ow
mbiplos thersed, by subalttleg Standard Fowm 200k (or I0L)Y, Slcss
tien o Maks Velumtury Conteibutions. Totul conbributicas say nod
wrsood 10 poreent f yevs total besic compensabion for sgivices
sondored gizse 1 Avgugt 1920, .

&

Ds  Rofuads

Thore 49 vovally an advantage. fn lzavieg retiremasnt wi kel dngn
in the retiremsat fund for o future amuity, 1L you are eligibis,
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rather than receiving a refund (for example, 3% interest accruss o
the date of the annuibty). Should you elech to leave your meney n
the retirement fund in order to receive an annuiby whom you wreach
age 62, no immedlate action is necsssary on your part. Within Liho
last three months before you become 62, you should writs te the
Civil Scrviec Commission to make a formel appliicatiecn,

If you elect and are cligible fer o rpelfund, youw may apuiy” Ly
£ilimg with the 0ffice of Personnel a formal eppligation oa 3bendard
Form 2802 (or 1V2), Application for Rofund of Rotiwenznt Doduchlon
Final sebtlement of your rebirement eccoumt will e mada Ly the
Givll Sorvice Cowmisslon. The emount to your crediit Inm ths vollirc-
pent fund is separabe end distimeb feem other finel pegmients wileh
mey be due you [rom tho Ageney.

E- Susvivor Bonefits

padd 08 & surviver annully or ac & Lvhwegun payosab o your b
Liclozy. The 0XFles of Porsgemnsd wllild dnform yov esmeiiwdiln?
prospectivo beneflibts and the oxder of proesdcnes dn
honofise WAL o peldd e bancficieries. Iovosn
vieu, howover, you may designade soro othor
fielaries, who will talo preecdones ovayr Liws f
by £804ns Standasd Foxm 2808, Designatieon of Ionel
0fP4eo of Porsonael.

Tao 0LK8es of Porsemacl lios Rasciditioo Pew adul
en he btygos of eunvity evelleblc and ostiwmabliy he em
payuonbo wileh you will peecivo. Ib wlll alse assish

webironont quostionc which you moy hoko,.

B
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Sample Lstter to Beneficiary Coneerning
Dsath Benefita

rso Johm D@@
1600 Modn Serest
Chigage, ITilincig

Daow Mrs, Doas

I% appeors that you may be eligible for (survivor annulty bonefiis
wdey ¥he Civil Service Retirewent System){c lump-gum paywent ef moasy
otanding to the cxodlt of Mr. S the Hetiroment Fuwmd, which 32
paid %a;m@d bo distinet fyrem ey sinnk paymants waich 2y be dus from the
Agensy) ¢

L% will bs nceessary Lor you o naks a foraul epplication for this
benefis oo the atiached form. Plerse cempletw the form in gecordanco
with the priated imstrections, including the reguiremend that o deadh
cortificats bs submitisd, This will avold any delwy which might rasvld
Lrem felivre to complete Ghe foram or to furnish sugporting papers.

Teo forn and neesssary papors showld ba gead to the 0Fffice of Parcowe
gsly 2430 B Strect, No Wo, Washington 25, De Coy, rether thon to the Giwil
Sesvieo Comdisslon, %Ths wecord of Mr. 5 deductions In this
Agevsy WAl bo attoshed te your applicititn amd these documants will %o
Zommzdnd to the Cemicgicn for prosessing which my sequive from onge ©o
thros ronthso '

Pleaso advise us i1 we com b3 of aay further asgistsnce o you,

Very teuly youss,

Doputy Aosisgtnnt Diresteor

]
&

L~}
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, Surple Letbor of Informsticn ¢o Individeal Absemt
& ! ' Frem Hemdguartors Whe Hay Be Eligible fop

Dioability Rebtirement or Refund

¥, Jobn Too
LD ¥Maln “‘S% T
Geleago, ILiineis

e L
opr M. Jeos

signa tﬁ.@%}{b ove regigned) Iren
mftdu g the Zollowing 2nlexc
3T }m"m

% .m ﬁcwa prevides that on cr;?hye;t
ilien @“ ed’imh*m EOFTIT
%ﬁ@@u, o d @x:tmﬂ gnd soxvies in his W»f':,’ Qx‘“ LRIEAY
@1«3 By cyply 2o petiroment o oomonst of &

%*“3 o filed velore goparabics feem

o Y Trges ¥ o
Wre & :v°*~:,z FIU RLVO 4nd miso
periine, Lo in your poivileoss 4o o

Ia Thy event you vish e apply, those ig attoshsd for youy uss
Agpiicnticu for Rebivomsnb, Sw&m Form 280%, The 8l Serwvicuy g
550983 rectlereg o otatcuent from yowr obber d:mav gbm i ZWl iy dogand

232 puysienl clgeg of my esdgbing disecss ey Iajury, with mp eyprossic
@pa@(lﬁ[)m wother you ave totally disabled fow uu@mﬁl and efficleny neryiy
cnd vhothor the disability is dus % vleleus hablite, intameronne op @

249

wissenduet. A chabomend 00 4o the date vhen guch deshis lvy for use

A

oXflelont sexvics bagen should also be. m@lw’adg Toe applicction cad stods
EING Lrom ;’v/‘ow z)hys’i u‘bn should by femmrded to the Cifice ef Peruonnal,

2(&23@ B Sheser I‘EO o LSMJXWE @5{/ B, C@

Sieo yeou bavo Josr hom 80 ye S of siwilian Gove
cﬂ b m?f*& o o reswad ef ookt WL Yaue weths
er oo any uiuy For dleebliivy. Atteshed for this puz—c@; d
Faze z&’w *1@ of Rovlsecsn Dedvsblons should you dosize

3 Xorw @hovcﬁa B8 Sorynziod o e Cﬁ?ﬁmao ef Porgeumnl,
; vats@ 33, Do Bop solhor ham {o ¥ho 0ivid Sewvie
Sldagicial zaf‘mdu £inal, setticeaub of FOLR Q8GO
wuﬂ”ﬁ«} coad ¥ el m is ve m‘“m{’ﬁ A Jlm“yb:a;gt 5@
ol o ey b syl Go jom §7 b Agansye
seod e pew ‘@)u By sefvnd quplisciclans

oo o "
k) o

. '1‘ -
SRS ad ]'mﬂ&

S enael

3
Eew)
o

- Q g =
e.xz &po‘ﬂ BLULER

-
wt BN \\ﬁiv

¥
ot

\‘a h

m T IRE)

MA;_‘/ \./ u\;@w

Tozy wuly yoven,
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‘ Sample Memorandum Requesting
Examination for Disability Retirement

MEMORANDUM FOR: Chiefl, Medlieal Qffice

SUBJRECT: Disability Retimement of Mr. John Doe

1. Me. Jeho Doo, (office)(phove mumber) has eombachbed this
0ffice comcerning hie cligibilibty for disability retirement. In
erder for hls application to reccive congideration by the Rebirc-
rment Division of the Civil Sorvice Commission 1¢ will be meccosars
for the Medical 0fi{ies %o prepare a report on all pertinont phaosos
of the disabling conditions whieh aro allogod to exist.

2. Edgibility for total diesbility retiremant {9 based ¢
the individval's ineapacity for useful eand efficicnbt servier in his
position or a comparable pesition. The medieal repord should in-
clude a sbabement on the boginning date of the dicabllity, 3£ wom,
20d the history of tiie disabllity during the peried of Agency play=
BonG. An opiniom should alecse bo owpressed, Af possible, as So
whether oy not the disabiiity ds duve tw hle viclous habits, $ne
temperance of williul miscomdust.

3. The medical repert may bO made by mesorandia oF on Say
sultable medical foram (such as Stondard Ferm 78, Cortificate of
NMeodieal Exsmination) supplenenbed by pertinent writtcn cozments.
Pleass fomvard the wreport im duplicate to this 0fFficz im order thal
we can imclude 1t with other nozocsary papors te 7o tranoeitted to
the Givil Sorviee Commlssion. ’

Dapuky Agcistant Director
for Porsomnal
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7 Sample Memorandum Requesting Medieal Report

= for Buployee Located Ouiside Washingbom, D. C.

MEMORANDUM FOR: Chief, Medical Office

SUBJECT s Disgbility Retiremsunt of Mp. John Doo

1. Mp. John Dos, (an ecmpleyoe of (office) currently on
leave)(an ex-ecmployee of this Agemey who resignéed on

Ed@%@j bocause of 1AL health), has applicd for disability
rebirement . Procossing of this applieation reguires o repord
from your Office on ell phases of tho disabling conditiong al-
leged to exdst. Tho standard fop tebal disability for rebircaent
purposes is the imdividval ‘g ineapaclty for usefvl and efficient
garvice in his pooibion or 2 eecmparable position.

2. The medieal ropord, baced upon avalleble and cbtaimabie
information, should imcludo a stabement as to the begimning dave
of the disability, i€ lnowm, and bho history of the dlsaebility
during the period of Agomey employwonb. Am eplnlem should aleo
be expressed, if possiblo, as te whother or not the disability is
due to the individwal’s viciews hebits, intemporanco or willfvd
miseonduest. M, Doc may bo coalenshtod ab and hie
physiclan’s address is o

3. The medical repord may bo mado by memorandum of on any
sudtable modleal Lomm (ouch ac Standnrd Form 78, Cortificate of
Modlesd Bremination) cupplomonted by apprepriste wribtton comments.
Pleage forvard the report im duplicato to this 0ffise im oxder
that we can include it with othor nococsary papoirs te be transe
mittod to the Ciwil Service Comndsgisn

Deputy Assistant Director
for Persemnel

- 15 -
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Efﬁ‘?o J@ch jilve)
ICCO Madm Sewsod
Chdeage, N1insin

Tear Mps Doos

This willl ecknowledge wecelpt of youwe lebier of {dnte)
roguesting daformadlon procedwrs Lor obitnisdng o rexled 0F Faeiice
Pl dotushlonss L6 will be mocossaxy Jor you o coumplets the abtachod
Sormy, Applisctien for Refund of Retiremen® Noduetions, and retvrn it 4o
tho 0ffice of Porsemael, 2l30 B Strest, N. W., Washingtow 25, U. G, Pleosa
axogsd the Instruetica orn the Loy providing for ddroet twensmitind of
o opplicabion o the Civid Service Cemmispichic

The sefund of rotirement daoductions is distinst from amy Linad poye
Fomvs o be mds e you by the Agesisy. When youw appiicabdicn is spprovod
by the Camission, poyeent AL be made dscstly 40 you. Procogging whe
applisaticn my roquire Lxen one to three rordhs.

Vowy truly youess,

Doputy Acoistons Diswstow
Low Posoowsal,

aLéco
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